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eMARS Inventory

1 — Orientation

This course will introduce you to how the Commonwealth of Kentucky uses eMARS to run the Inventory
process. eMARS houses the inventory data as well as all purchasing documents, receiver documents,
and payments for inventory. For agencies currently using the Inventory subsystem in MARS, the
Inventory functionality in eMARS is very similar.

Currently, the only agency to use the Inventory system is the Department of Corrections, which tracks
inventory items located at their warehouses and\or kitchens. These facilities stock clothing, toiletries,
food and cleaning supplies. For those agencies that do not use MARS for inventory processing, the
implementation of eMARS offers a mechanism to track inventory items that may be located in a small
supply cabinet, which is located within a much larger physical storage facility.

Prerequisites
You should have completed the following course before continuing:
e eMARS 101 Intro to eMARS

Learning Objectives
At the conclusion of this session, you will be able to:

¢ Review the Purchasing Inventory Process

o Access Procurement documents: Master Agreements (MA), Delivery Order (DO), and
Purchase Order (PO) to view the relationship between Procurement and Inventory

o Order off an MA using the commodity search feature Universal Requestor Catalog
Search (URCATYS)

¢ Review the following Inventory documents:

o Access Inventory documents: Receiver (RC), Inventory Adjustment (IA), Over-the-
Counter (OC), Transfer Issue (TI), Transfer Receiver (TR) and Stock Return (SN)
document

o Practice all Inventory documents and complete them

o Review the approval and override process for all Inventory documents

o Review Accounting Templates and their specific use in the Inventory model
e View Inventory tables—Inventory Maintenance (INVN) and Inventory Inquiry (INVNQ)
¢ Review the Inventory Freeze batch process
¢ View Inventory Reports

Changes and Improvements

e eMARS is a web-based application, whereas MARS was server-based. Therefore, the user will
connect to eMARS through a web-browser (i.e. Internet Explorer) verses an application loaded
to their computer

]
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¢ In MARS, there was no use of the Stock Transfer Issue (Tl) and the Stock Transfer Receipt
(TR) documents. In order to assist the tracking of inventory in eMARS, the Tl and TR are used

e A five-digit commodity code is used in eMARS, instead of an 11-digit code, which was used in
MARS. This code is also referred to as the Stock Iltem Number

e A three character alphanumeric suffix code is used in eMARS, instead of a 3-digit numeric suffix
code, which was used in MARS. This item is referred to as a stock item suffix

e The stock item suffix code is used to act as a descriptor for the commodity code to differentiate
the size, color, type, etc of the items. It now plays a larger role in eMARS than it did in MARS

For example, in MARS, the commodity code for “Staff pants”, specifically New Trousers Officer Male
Size 26 was 20085880000 with a suffix code of 026. In eMARS, the commodity code is 20085 with a
suffix code of A26, which equals New Trousers Officer Male Size 26.

Document Code Crosswalk

The following table displays Inventory document codes currently used by end-users in MARS and the
corresponding new Inventory document codes in eMARS.

Business Process MARS eMARS
Current Document Description Document Description
Code Code
Issuing Stock ltems oC Over-the-Counter oC Over-the-Counter
Stock Return SN Stock Return SN Stock Return
Inventory Adjustment A Inventory Adjustment A Inventory Adjustment
Inventory Purchasing PD Inventory Purchase PO Purchase Order
Purchase
Order
Inventory Purchasing PD Inventory Purchase DO Delivery Order
Delivery
Order
Receiving Iltems into IP Inventory Receipt RC Receiver
Stock
Inventory Payment P1 Inventory Payment PRC Payment Request
Inventory Payment PD Invoice | Inventory Payment PRC/PRM | Payment
Request/Matching
Payment Request
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Process Flow

Outlined below are the typical steps taken by the Business Office and the Warehouse, and their
responsibilities when going through the Inventory Business Processes.

Warehouse Business Office

1. Order Items from Master Agreement (MA)

2. DO & PO creation

3. DO & PO approval

4. RC document creation once goods
accepted.

5. RC approval Warehouse Supervisor

6. Adjust any Inventory with |IA document

7. |A approval Fiscal Manager or Property
Officer Supervisor

8. Issue inventory (OC)

9. OC approval Warehouse Supervisor

10. SN document creation upon a Stock
Return

11. SN approval Warehouse Supervisor

12. Finance Cabinet Controller’s Office runs
the Inventory Freeze batch process once a
year

2 — Purchasing Inventory

The inventory process begins when a warehouse decides to purchase inventory, and then on-hand
quantities are updated when the Receiver (RC) document references the original purchase order
document, meaning the inventory has been received by the intended warehouse. Please note that
referencing documents will be discussed later in this course when creating a Receiver (RC) document,
a Stock Return (SN) document and a Stock Transfer Receipt (TR) document.

The stock item number is used to track the commodity in the system. This stock item number is the
commodity code with an optional suffix. NOTE: The Department of Corrections uses the stock item
suffix in eMARS to give better descriptions. Therefore, stock items are registered with the stock item
number on both the Purchase Order (PO) and Delivery Order (DO) documents.

A Master Agreement (MA) sets prices, terms, and conditions by which the client can purchase itemized
goods or services from a vendor at a negotiated price. A Master Agreement does not commit the client
to make a purchase and, therefore, carries no accounting information. Purchases that are made from
an approved Master Agreement are called Delivery Orders (DO). You create a DO from the Universal
Requestor Catalog Search (URCATS) page. Once the DO is submitted, you are able to receive against
this document with an RC.

]
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Search for a Commodity using the Universal Requestor Catalog Search (URCATS) page

From Page Search, enter URCATS in the Page Code field. The Universal Requestor Catalog Search
page opens.

Select the Master Agreements box and click Browse

Universal Requestor Catalog Search

Menu

Browse Clear 2}

OETE d1

Search Far:

Included Sources Master Agreements W Imventory [ Cormmodity Codes [T
of Supply: WA Catalog lterns [© Purchase History [T

bAdvance:d [}5

Supplier Part Humber | Yendor Hame | Alias/DBA | CL Description | Commodity Code | Unit | Unit Price | Source | Expiration

First Prew Mext Last

Start Mew Regquest Add To Current Reguest Wiew Current Request Catalog Line Details

Go to Exercise 2 to Search for a Commodity using URCATS and
create an DO document

Review the Purchasing process

Since Inventory Management and Procurement are integrated, some of the procurement transactions,
such as Purchase Orders (PO) and Receiver Documents (RC) update the inventory tables. For
example, when a Purchase Order (PO) that contains warehouse information is accepted by eMARS,
On Order Quantity and Next Delivery Date fields are updated on the Inventory Inquiry (INVNQ) table
for inventory items. The INVNQ shows the amount of inventory available in the warehouse.

]
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From Page Search, enter INVNQ in the Page Code field. The Inventory Inquiry page opens.

Close Inventory Inquiry

Inventory Details hlenu Quidk Search
General Information - -
owantities Inventory Details

Dates Warehouse | Stock lkem Description Unit Price | Available | Primary Bin

Lacation : WHTEST3  1000GRED  Universaliwidget 2000000 42.00000 1
Reorder Information ~ WHTESTZ 10007 Office Chair 9833661 72800000 1
WHTEST: 10008 Parking Cone 11000000 £54.00000 1
WHTESTS 10008100 Parking Cone 100 0.000000  0.00000 1
WHTESTZ 10008200  Parking Cone 200 0000000 0.00000 1

First Prew Mext Last

Search Fh
 HGeneral Information ]

w0uantities
On Hand : 732.00000 Backordered : |E|_IZ|IZIIZIIZIIZI Q
Reserved : [1,00000 9 On Order : [2,00000 (o
Released: ID-DDDDD l Currently Requestad | |EI.EIEIEIEIEI 4
In Transfer |4_IZIEIEIDD Q

Maximurm lssue |99999.99999
Availahle : ¥28.00000

Minimum lssue |EI.IIIEIEIEIEI
Last Count: 753.00000

~whates

First Receipt: 0772772006 Lastlssued . O1M 92006

Last Crdered - OUPAP006 Last Transfer: OBI0452004

Mext Delivery : Last Counted : 0111 852006
r bLocation ]
Top

Inventory Maintenanece Inventory sage Warehouse Maintenance

The Payment Request Commodity (PRC) is an Accounts Payable document that functions as the
bridge document linking procurement with Accounts Payable and Inventory. The PRC is used to pay
for warehouse items and to update the extended cost on the inventory tables.

)
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eMA

In order to process Inventory transactions using the Purchase Order, users have to enter the valid
Warehouse on the Purchase Order (PO) Header and valid Commodity code and Stock Item suffix
(Optional) in the Commodity section.

FIO

- wGeneral Information

Document View
Header n X
“wendar CL Description Toilet Paper - T&C Template : I
Business Type LI Fixed Asset: [
SUE Uenaor .
== Warehouse : .
Accounting Distribution IBCC1 Lock Order Specs : [
;e:;isaﬁ:iti;?;,ins Blackburn Correctional Comglex Reviving Lock Catalog List Price - I ,I
=pecial INSFUCHons i
! Carmrrodity |64D?5 >
~ Commadity . Yendor Freference Level |99
Feneral Information .
Stock tern Suffix I
Eeference k
ShippincyBilling Toilet Tiszues, Paper Toweld, and Toilet )
e T Commodity Specs :
Matching . X
e Supplier Part Number.l
Tolerance Line Type : IItem 'l
Dizcount w
Commodity T &C Quantity |'I 00000 Extended Description
Accounting
Posting Unit: [BOx
Supporting Documents
Document Comments Unit Price : |$D.DD Mon-Resered Funding Open Armount Total @ $0.00
Document History _ A Itern Sub Total ; $0.00
[T —— Discounted Unit Price |$D.DD Tax Amount : §0.00
Future Triggering . o T
List Price |$D.DD Line Arnournt : $0.00
Contract Amount : |$D.DD Closed Amount: §0.00
Closed GQuantity : 0.00000
Service Fram IDQQBQDDE Closed Contract Amt: §0.00
Serice To: IDBID?,QDDE hodified : |true
Accounting Profile - I— Mumber of Attachments : 0
Accounting Termplate IJEQ?DQ
Tax Profile : I
Irmputed Interest Rate |D.DD I

The following validations will be performed on the PO documents, when the user enters the valid
Warehouse in the Warehouse field in the Commodity section:

e Entered Warehouse is valid on the Warehouse Table

e Entered Commodity code is marked as “Inventory Commodity” on the Commaodity Table

e Entered Commodity code and Stock Item suffix are valid and Active on the Inventory Table

e Entered Commodity code and Stock Item suffix are not to be marked as Parent Stock Item on
the Inventory Table

e The Unit of Measure entered on the Commodity line is the same as that of the Purchase unit
entered on the Inventory Table

e The Accounting Method on the Warehouse and the Accounting Method on the Event Type
Requirements table for the entered Event Type are the same.

e The Line Type is ltem

)
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Go to Exercise 3 to Process a PO document

3 — Receiver

Once the Purchase Order is processed, those items that were ordered will need to be received.

Process

A Receiver (RC) document involves the process whereby the governmental agency takes physical
possession of the goods ordered. Quantities and Service Contract amounts are counted and recorded
in the system. Completion of this process, triggers approval processing.

In order to process Inventory transactions using the Receiver, users have to enter a valid reference to a
Purchase Order (PO) Document on the Header, as well as the number of items received and whether it
is a Final or Partial receipt of inventory in the Commodity section.

RC document referencing PO document

RC - 758- 0600000002- 1- Hew- Draft
Actian Meru
N
wieneral Information
Document Marre - Received Toilet Paper :Ll Receiving Location |1 11181
Received Date |E|2f1 02006
Allow Part. Recpts. . v
Recaiver |kziemer
FefDoc Code : |F"D
kelly Ziemer
Ref Do Dept : |758
g Eut: I
RefDoc 1D |DEDDDDDDD1 rmatt.gullicksrod @k gov

Frocurement Folder : 33401

Frocurement Type © Sp-Auth Comp Bid Excep Good

kExtended Description

kDocument Information

Top
r Save T Lind T Print T Waldate T Submif T Cioze
=
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Number of items Received and Shipment Indicator (Partial/Final) demonstrated

RC 7 RC - 758- 0600000002- 1- New- Draft
Document W | Actian Manu |
Header
Wendor Commodity Line | Commodity | Received Oty | Rejected Gty | Received SC Amount | Total Gty Received
" Commacdity -
General Informetion & ' 1 B4075 10.00000 0.00000 F0.00 1.00000
Talerance Information Insert Mew Line Insert Copied Line First Prewv Go To Mext Last
Document Comments
Document History sh
Document Reference
Future Triggering - *General Information
Line Type IItem -I Commodity Match Type © 3
MSDE Reguired
Ref Award Line I'I k L
_| MSD5 Received . [
o |Toilet Paper =
CL Description P =l Shipment Indicator : m
Commodity I54D?5 Condition I
Stock lterm Suffis =
Uit : IbASE Reason |
Crdered Gty : 1.00000 Ll
Received Gty : [1.00000 -
Rejected Gty : |D_DDDDD Cormments ©
Total Oty Received : 1.00000 Ll
Ordered SC Amaunt : §0.00
Received SC Amount |$D.DD
Toilet Tissues, Paper Towels, and ;l
Commodity Description Toilet Seat Covers
[~

r kTolerance Information ]

To complete the Inventory transactions using the Receiver, follow the Print Attachment
process, which is detailed in Exercise 1.

The following validations will be performed on the RC documents when the referencing Purchase Order
document contains a valid Warehouse in the Warehouse field in the Commodity section:

e Entered Warehouse is valid on the Warehouse Table

e Entered Warehouse matches the Warehouse entered on the referenced document

e Entered Commodity code is marked as “Inventory Commodity” on the Commodity Table

e Entered Commodity code and Stock Item suffix are valid and Active on the Inventory Table

e Entered Commodity code and Stock ltem suffix are not be marked as Parent Stock Item on the
Inventory Table

e The Unit of Measure entered on the Commodity line is the same as that of the Purchase unit
entered on the Inventory Table

e ltem is not marked as Frozen for Accounting
e The change in On Hand cannot cause a negative Available Quantity.
e The Line Type must be Item

]
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NOTE: A Payment Request Commaodity (PRM) document will automatically
generate after the inventory is received.

Go to Exercise 4 to Process a RC document

4 — Approval Process and Overrides

All Inventory documents, except the Tl and TR documents require approvals.
NOTE: In the Department of Corrections:

e For the RC, SN and OC documents, one level of approval is necessary and is initiated by the
creator of the document

e Inventory and related documents including PO, DO and IA also require one level of approval.
However, this level of approval cannot be applied by the creator. This approval will typically be
applied by the creator’s next line supervisor or the Property Officer Supervisor, as well as any
necessary overrides

When a user submits a document into Workflow, eMARS will automatically validate the document. If no
errors are encountered at that time, then the document will successfully submit into workflow, ready for
the first approval level. If no errors are encountered upon the last approval of the document, the
document is approved in a “Final” phase. However, if errors are encountered upon final approval,
eMARS will automatically remove ALL approvals from the document and place the document back in
“Draft” phase pending the submitter’s corrections. The corrected document will have to be submitted
again and all approvals applied.

5 — Stock Transfers

The Stock Transfer Issue (TI) document is the first step in transferring stock items from one storage
facility to another. The Tl marks a certain quantity of stock items as being in transfer. The originating
storage facility that has the item to transfer starts the stock transfer process by completing the TI
document. The receiving storage facility then completes a Stock Transfer Receipt (TR) document to
complete the stock transfer process by recognizing the receipt of the transferred stock.

e A Tl document can be modified or cancelled, as long as a TR document has not been submitted
e The TR document must reference the Tl document
e The TR document cannot be cancelled

e If the quantity received on the TR document does not match the quantity issued on the TI
document, the transfer is rejected

e The TR document reduces the on-hand quantity and in transfer amount of the stock item in the
issuing storage facility and increases the on-hand quantity in the requesting storage facility

e |[f the transfer is between two related storage facilities, the change in location and the related
inventory quantity adjustment is updated on the Inventory tables

]
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e The Inventory Maintenance table (INVN) and the Inventory Inquiry (INVNQ) table are updated

when Tl and TR documents are processed. The INVN table is used to add and maintain stock

items in inventory.
To add inventory, via the INVN table, click Insert. To maintain and view existing inventory, click Search

and enter the appropriate information in the fields. In the case that an item has been added that exists
at another warehouse, you can select the item from the list and click Copy. Then click the Paste
Make sure to change the warehouse code for the

button to insert the copied item into the table.

warehouse the item is being added to. Once this is done, click Save and the new item will be added to

your warehouse.

Inventory Maintenance

Warehouse | Stock termn

Description

Unit Price

Available | Primary Bin

Menu Quidk Search

~ WHTEST4 0004 Wivo Yellow Highlighter 6320000 §00.00000 1
WHTEST4 10005 Spiral Motebook 0000000 1400000 1
WHTESTH 10006 Universal Widget 0000000 5600000 1
WHTEST4 J00o¥ Office Chair 0.000000 4100000 1
WHTESTH 10013 Posted Motes 0000000 FEO0000 1
First Praw Mext Last -
- 3 http://162.114.104.151 - Search - Mick -0l x|
Save Undo Delete Inset Copy Paste Search 'ﬁb Warehuuse:l
r ;GI:I“:I CI: :I I;l.ll Illﬂ;.;l.lll
Warehouse Description : I
r BPricing
Stock em : I
r Binferred COA Elements
Stock Hem Suffix : I
r BLocation .
Description : I
bReorder Information
C Stock Group : I
Top I—
Imventory Inguiry WWarehouse Maintenance ltem Group Inwentony LEage ABC Class :
Ok Clear Cancel
iy T " "
Ial B I I I I I I‘ L .pé

As stated and shown in Section 2 of this course, the INVNQ shows the amount of inventory available in

the warehouse

)
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Transfer Quantity and Received Quantity must be equal for a TR document to be accepted.

Document View TR - 590- 10140500000000000009- 1- New- Final
Heacler -
Actian Manuy
" Commadity l-—'l
g::lee;;arlllzformahon Line | Stock tem | Transfer Quantity | Received Quantity | kermn Total Amount
Extended Description &% v 1 10004 10000000 100.00000 $145.04
Accounting Inzert Hew Line Insert Copied Line First Prew o To Newt Last
Posting

Document Comments
Document History sk %
Document Reference —wGeneral Information
Future Triggering .
Stock ltern ;10004 Transfer Quantity - 10000000
Stack term Suffix Unit Cost: 1.450434
Wivo Yellow Highlighter ltern Total Amount : $148.04

Lleito — 0
=1 T

Received Quantity : |1DD.DDDDD

 FReference

r kExtended Description

Top

r Edit T Print T."‘:ny.'—o:wﬂr:'T Claze ]

Go to Exercise 5 to Process and Modify a Tl and a TR
document

6 — Inventory Adjustment

This process refers to an inventory adjustment and an alternate method to transfer stock from a storage
facility. Items that have been transferred (but not with the Tl / TR process), lost, stolen, or have become
obsolete can be written off the books to update the inventory quantity. This is accomplished by using an
Inventory Adjustment (IA) document.

The Inventory Adjustment (IA) document allows storage facility management to adjust on-hand
quantities or the per unit value of an item in inventory (storage facility management must indicate which
change is being made). In order to change either the quantity or price, a manual adjustment is
necessary and can be done by clicking Commodity in the Secondary Navigation panel and entering
the change under the Adjustment Information section. Refer to the screen on the next page.

In most cases, the user may only adjust the price or quantity of an item on a single document line. The
exception to this is if an item has been initially added to a warehouse or has an existing quantity with a
unit cost of zero and no orders processed for that item in that warehouse.

e The IA document may be used whenever a discrepancy is found between what is on the shelf
and what is recorded in the inventory system

]
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e These adjustments alter inventory quantities, cost of goods expense balances and total
inventory value

e The IA can be used to set-up the initial unit cost and quantity of a new stock item

e Adjustments are classified by an adjustment code. The appropriate codes are defined in the
Adjustment Code (ADJC) table

e Warehouse and Inventory codes are defined in Warehouse Table (WHSE) and Inventory
Maintenance table (INVN)

e The Inventory Inquiry table (INVNQ) is updated when an |A document is processed

From the Document Catalog, enter IA in the Code field.

Click Browse. Select the IA document from the list and Click Open.

Click Commodity from the Secondary Navigation Panel and select the Adjustment Information
subsection to view the box.

Information can be entered in the Change in Quantity and Change in Unit Cost fields.

Document View 1A, - 758- 0600000002- 1- New- Draft
| Actian Meny I
" Commoddity
General Information . . - " .
e e e : Line | Stock kem | Change in Quantity | Change in Unit Cost | Hem Total Amount
Extended Description &% ¥ a -1.00000 $0.00
Acounting Inzert Mew Line Insert Copied Line First Prew Go To Mest Last
Posting

Document Comments

Document History 7k
Document Reference —wGeneral Information
Future Triggering
Stock ltem : [20044
Stock ltem Sufilx |A34
rwhdjustment Information
Change in Guantity ; |-1.EIDEIIZID Mewy Quantity
) ) Mewy Unit Cost:
Change in UthDStI Mew Extended Cost:
Adjustrent Code : [DAMAGE T Total Amount . 50,00

Damaged/Broke
lIse for Reconciliation : [

r bExtended Description ]

Top

r Save T Undo T Print T Valdate T Submit T Cloze 1

Once submitted, Inventory Adjustment (IA) documents may not be modified or cancelled. Another
Inventory Adjustment document must be created to reverse or adjust the effects of the original 1A
document.

To complete the Inventory transactions using the Inventory Adjustment, follow the Print Attachment
process, which is detailed in Exercise 1.

]
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Go to Exercise 6 to Process an IA document

7 — Issue of Goods

The Over-the-Counter (OC) document allows the direct issue of goods from the warehouse. The
Standard Requisition and Pick-and-lssue Cycle (Indirect Processing) will not be used in eMARS.
Instead, Direct Processing will be used. This is where the OC document is requested and relayed
directly to the warehouse; the warehouse either issues or delivers the goods. The OC document does
not allow backordering and will not encumber funds.

When creating an OC document, the required fields are:
e Header: Warehouse, Requesting Unit, Issuer ID

e Commodity: Stock Item, Stock Item Suffix (may populate automatically), Requested
Quantity and Unit Price populate automatically once the document is validated

e Accounting: Accounting Template (find your username in the drop down menu)

Several fields populate automatically when the document is Validated.
OC - 758- 0600000001- 1- Hew- Draft

Load Accounting Profile
Header
sk

wiGeneral Information

Training Exercise ¥ ﬂ Warehouse : |LLC1
;I Reguesting Unit : IUNIT
Accounting Profile :I

Docurment Mame :

Record Date ||

Budnet F‘r‘:l
Issuer |0 |kziemer
Fiscal‘(ear:l -

Mame : |Ke|l3,r Ziemer
Penud:l

Fhone Mumber |41:1-254-41?EI

Document Description ﬂ Phore Ext. :I
Document Tatal Amaunt : $0.00 Email : |matt.gu|licksrud@ky.gw

FExtended Description
PDocument Information

Top

r Save T Ll T Print T Waldale T Submif T Ciozse ]

]
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Several fields populate automatically once the document is submitted
OC - 758- 0600000001- 1- Hew- Draft

Load Accounting Profile
Header
sk

wieneral Information

Docurment Mame - Training Exercize 7 ;l Warehouse |LLC1

;I Reguesting Linit ; IUNIT
Record Date |1f12f2EIDE
Accounting Profile :I

Budget Fy IEEIEIE

Fiscal Year: IEEIEIE
Period |1

lssuer|D: |kziemer

Mame |Ke|l3,r Liemer

Fhone Murmbar : |414-254-41?EI

EII Fhone Ext. :I

Document Total Amount © §0.00 Email : |matt.gu|licksrud@ky.gw

Document Description

kExtended Description
pDocument Information

Top

r Save T Lz T Print T Vvaldale T Submif T Cioze ]

Once an OC document is submitted:
¢ On hand quantity is decreased and the issue date field updated

e |ledgers and tables updated—Inventory Maintenance (INVN) table and Inventory Inquiry
(INVNQ)

To complete the Inventory transactions using the Over-the-Counter document, follow the Print
Attachment process, which is detailed in Exercise 1.

Modifying an OC document:

e Users can insert new Commodity Lines or Accounting Lines, change the Requested Quantity,
change the Unit Price  on the existing Commodity Line or cancel a line by modifying it to zero
(changing the Unit Price may require an override)

e If the user enters the Requested Quantity or Unit Price, the entered values are considered as
New Requested Quantity and New Unit Price and the modification document performs the
calculations and updates only for the differential Quantity or differential Unit Price
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e The user cannot change the Warehouse, Stock Iltem Number, Stock Item Suffix  or the
Budget Fiscal Year.

Canceling an OC document:

e Users can cancel an existing Over-the-Counter document as long as the OC document has not
been referenced by the Stock Return (SN) document

e The user is only allowed to enter the Fiscal year and the Accounting Period. All other fields are
read-only on the Cancellation document

e When you cancel a document that has a version of Final, eMARS creates a cancellation version
to provide a trail for that document. You must submit the Cancellation document to Final. This
will change the original document to Historical (Final). When you cancel a document that has a
version of Draft, eMARS removes the document from the Document Catalog table (that is, it
does not create a cancellation version because that document had not been submitted).

Go to Exercise 7 to Process, Modify and Cancel an OC
document

8 — Stock Return (SN) Process

Stock Return (SN) is the process of returning previously issued items to the inventory of the issuing
storage facility, regardless of how the original issuance took place. When an item is returned, an SN
document needs to be created.

For a standalone SN document, where the original OC document is not referenced, the user does not
enter any information in the Reference section.

]
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SN - 758- 0600000001- 1- New- Draft

| Actian Many I
Line | Stock htem | Unit Price | Line Total | Description
&% - 1 B2090 HY 0000000 F0.00  Highlighter
Insert Mew Line Insert Copied Line First Prev Go To Mesxt Last
Fh
—wGeneral Information
Stock e IEEDE‘D Line Sub Total ; $0.00
Feturned Charge : $0.00
Stack fterm Suffic: 5 Line Total : $0.00
Highlighter

Accounting Profile : I
Accounting Template IGFEBDD

Returned Quantity |2_IIIEIEIEIEI
Unpit Cost: 0.000000
Unit Price © [0.000000
[z5ue Unit: EA

—wHeference

RefDoc Code . pefcommaodity Line I

FefDoc Dept:
RefDac D :

r PExtended Description

Go to Exercise 8 to Process a standalone SN document

If the original OC document is available, a user may use the Copy Forward function to create the SN
document from the original OC document; in this case, the SN document references the OC document.

Otherwise, a standalone SN document would need to be created.
From the Document Catalog, enter OC in Code field.

Click Browse and select an OC document.

Click Copy Forward.

Enter the information under “To Document” and Select SN as the Target Document Type,
Click OK in order to reference an OC document to an SN document.
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Copy Forward

From Document

Category |IN\=’ Doc Dept IEE?
Type |DC Cioe Linit IUNIT

Code : [OC I0 - [10100500000000000057

Select Entire Document : W YWearsian |1

Ta Document

Doc. Departrment Code IEE? Document I1d |
Iinit Code IUNH’ Auto Mumbering . W

Target Doc Type | Target Doc Code Description
~ 5N =M Creste S from O

First Prev Mext Last
0K | Cancel

Menu

Go to Exercise 9 to Process an SN document, Referenced

from an OC document

When an item is returned, the stock storage facility manager identifies and evaluates the product to
determine if it is eligible for return to inventory, and its condition upon return, for example, item is
damaged, etc. If the item in question is eligible for a return, the Stock Return (SN) document is

processed to correct inventories at one or more locations. The item is then returned to inventory.

e The Stock Return (SN) document causes a reversal of the original Issue of Goods transaction.

The SN document increases on-hand quantity for the item in inventory

e |t correctly records the decrease in expense to the buyer and decrease in revenue for the seller
e [f the item is not eligible for a return, then the customer is required to keep the item
e The Inventory Inquiry (INVNQ) and the Inventory Maintenance (INVN) tables are updated by the

Stock Return (SN) document

which is detailed in Exercise 1.

To complete the Inventory transactions using the Stock Return, follow the Print Attachment process,

]
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9 — Inventory Freeze Quantity Change

The Physical Inventory Freeze batch process selects inventory items to freeze by warehouse or by one
or more stock items within a warehouse. When the batch job runs, it flags and freezes items for the
physical inventory count. The user can verify if an item is frozen by viewing the Inventory Inquiry
(INVNQ) table. The Frozen for Accounting box will be checked.

Close Inventory Inquiry
Lt v [Uigiailes Menu Quick Search
General Information
Cantities Inventory Details
Dates. Warehouse | Stock kem Description Unit Price | Available | Primary Bin
Location . WHTESTS 10016534 Parts \Waist Size 34 125400000 1400000 A
Reorder Information
WWHTEST4 10016 534 Pants Waist Size 34 0.000000 3000000 1
WWHTEST 10ME 534 Pants Waist Size 34 0000000 000000 A1
~ WHTEST2 10016 534 Pants Waist Size 34 0.000000 50200000 1

While frozen, these items cannot be issued from the warehouse. eMARS uses the list of frozen items to
print count tickets. When the count is complete, the user enters the actual count quantity on the

First Prew Mext Last

Search L h
wGeneral Information
Warehouse IWHTESTQ Lnit Price ; 0.000000
\Warehouse Test 2 Unit Cost: 0.000000
Extended Cost: $0.00

Stock Itern :
Stock lterm Suffix:

Cescription

|1DD1B

534

|F'ams Wiaist Size 34

Marked for Future Deletion :

-

Issue Unit:

Purchage Unit:

IEA
ICASE

Mutiplier: i@
Suggested Vendor:l Smaller Unit |F'urchase Unit
Quantity per lssue |1 0a0oa Standard Issue Pants ;l
ABC Class - W Extended Description :
Clothing - Pants, Shirts, etc. ll
Stock Group I— Commaodity Mame : Pants
Farentlterm : [ ;I
Frozen for Accounting : z Specifications : _|
-

Inventory Freeze Table (INVF).
Enter the Actual Quantity on the Inventory Freeze (INVF) table
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Inventory Freeze

Menu Quick Search

Warehouse | Warehouse Description | Stock hem | Stock ke Description | Discrepancy
First Prev Mext Last

Save Undo Delete Insett Copy Paste Search

Warehouse - I Adjustrment Code I

Stock Iterm ; | Prirrary Bin : |
Stock tem Sufii: | Bin 1 : |
Bin 2 |

Actual Cuantity I

lssue Unit:l

Discrepancy [

The batch program compares the count ticket quantity to the system quantity and generates the
reconciling 1A document. Ultimately, this process is intended to account for all inventory and post
accurate inventory quantities to Inventory tables.

The Inventory Freeze batch process normally occurs once a year, at the end of the fiscal year, and is
initiated by the Finance Cabinet Controller’s Office.

10 — Accounting Templates

The use of accounting templates will simplify the entry of accounting information. An Accounting
Template is selected from the Pick List in the Accounting subsection. The template will automatically
populate the appropriate accounting element fields.

The Accounting Template field, which is a required field in order to submit a document, is found in the
Accounting section. PO, DO, OC and SN documents require an accounting template.

If the object code field is populated in your accounting template, chose the appropriate object code
based on these two situations:

1. If a warehouse is being used as a Storage Facility, like DOC does, then use the object code
E320.

2. If the warehouse is being used as a source of revenue, then use the appropriate object code.

11 — Reporting

Nine reports have been discarded when transferring from the MARS system to the eMARS system.
These three reports remain.

]
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e PHYSICAL INVENTORY DISCREPANCY REPORT
e INVENTORY MANAGEMENT REPORT
e INVENTORY FREEZE REPORT

AOW carE:  01-13-1008 TRST
HOH TIEE: 11:23:14 FUTSICAL INVENTORY COTHT CLRED FRIE: 1
Rapczt I0d PIAF

12 — Session Summary

Inventory Business Process

Purchasing Inventory—Purchasing Documents are created—PO, MA, DO
Receiving—Warehouse receives inventory. RC document created.

Stock Transfer—To transfer items between warehouses, a Tl and TR document is created.
Inventory Adjustment—To adjust price or quantity of an item, the |IA document is created.

ok~ 0D~

Issue of goods—When the agency (Department of Corrections) wants to issue an inventory item
to a third party (prisoner), an OC document is created. Goods are picked up immediately and
backordering is avoided.

6. Stock Returns—If the third party returns the item, an SN document is created. The agency has
the option to reference the OC document that refers to the specific item.

7. Approving—Documents in eMARS require at least one level of approval.

Inventory Freeze Process—To adjust actual quantity present in a warehouse, the Inventory
Freeze process is run, and the actual quantity for the item is entered.

9. Inventory Tables—Inventory Maintenance (INVN) and Inventory Inquiry (INVNQ) tables are
updated when documents are created and modified. This was demonstrated and discussed
throughout the course.
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Review Questions

Question #1: When inventory is transferred from warehouse A to warehouse B, what type of
document does warehouse A create?

A |OC
B | SN
c |Tl

D |TR

Question #2: What inventory table(s) is/are updated when documents are submitted?

A INVN
B INVNQ
C Both

Question #3: Which of these documents are printed using the Print Attachment Process?

A | RC

B | SN

c |TI

D |BothA&B

Question #4: True or False: The suffix code/stock item suffix will be used in eMARS each time a
stock item is created.

A True

B False

Question #5: Where do you verify if an item is Frozen for Accounting?

A | INVNQ
B [ INVN

C | WHSE

D | URCATS

Question #6: True or False: An IA document cannot be modified or cancelled once it has been
submitted.

A True

B False

]
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Question #7: On a RC document, which section on the Secondary Navigation bar leads you to
the Shipment Indicator (where you are able to select partial or final shipment)?

A | Commodity

Header

C Vendor

Question #8: What is the name of the table that is used to order Commodities?

A | URCATS
B | COMM
C | INVN

D | INVNQ

Question #9: Which of the following are responsibilities of the Warehouse/Storage Facility?

A | Adjust Inventory with an IA document

Order ltems from MA

B
C | DO & PO Approval
D |A&B
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Exercises

NOTE: These exercises may also be run
within our eMARS Learning Environment.
For access please see the eMARS website
(http://finance.ky.gov/internal/emars/

Exercise 1 — Print Attachment Process

Exercise 2 — Search for a Commodity using URCATS and create a DO document
Exercise 3 — Purchasing Inventory with a PO document

Exercise 4 — Create a Receiver (RC) document to Receive goods

Exercise 5 — Stock Transfers—Create Tl & TR documents

Exercise 6 — Inventory Adjustment—Create an IA document

Exercise 7 — Issue of Goods—Create an Over-the-Counter (OC) document
Exercise 8 — Create a Stand Alone Stock Return (SN) document

Exercise 9 — Create a Stock Return (SN) document referencing an OC document
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Exercise — Loqgging In to eMARS

You will use a Student ID to access the training database during class. These IDs are only set up for
the training environment. Your User ID for the production environment will be assigned along with a
new password when eMARS is implemented.

From the Login page, enter the following information:

Required Fields Values

User Name Enter your Student ID posted on the Student Card.
NOTE: User Names are case sensitive.

Password Enter your Password and click Login.
NOTE: Passwords are case sensitive.

ADVANTAGE

User Name : Iacamic
Password : I"‘“““““““““““““‘k

Copyright @ 1999, 2004.
American Management Systemns, Incorporated.
Al rights resenved.

Use of this software is subject to
AME license agreement.

AMS ADVANTAGES iz a

registerad trademar of
American Management Systermns, Incorporated.

Add AME ADVANTAGE to wour Favorites

The Home Page appears.

Procurement  Accourts Payable  Accounts Receivable  Budget  Cost Accaunting

Training 1 Financial
+ Message Center
¥ Search
b History
b Favorites
+ Administration
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Exercise 1 — Print Attachment Process
Scenario

There are 4 different documents within Inventory that will have Form PDF Print Attachments.
Those documents are: RC, SN, OC and IA.

Task Overview

Login to eMARS using your Student ID and password. Attach and Print the attachment.

Procedures
1. From the Secondary Navigation Panel, click on Search
2. Click Document Catalog. Enter the following information:

Required Fields Values

Code RC

Dept Please refer to your Student ID card.
Unit UNIT

ID Please Refer to your Student Card

NOTE: This exercise uses the RC document as an example. The SN, OC and IA documents also
follow this process. Therefore, you would enter the Code, Dept, Unit and ID that are specific to the
document.

3. Click Browse.
Click on the ID # in the yellow highlighted line. The document page opens.

5. At the bottom of the screen, click Print. The print screen opens and allows you to choose a few
print options.

Select Attachment of PDF Files from the Print Resource field

7. Click Print. A message is returned Document print job was submitted successfully. The form will
attach to the document. The attachment process could take a couple of minutes.

NOTE: If you receive errors, you can click on the View Error Messages.
8. Click Action Menu: Attachment to see if the form has been attached to the document.
9. Click Download and Open. The PDF Attachment opens.
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= E_}“ \ Commonwealth of Kentucky
LWDVDLED :nn-r-y Receiver {Rc} Document Page 1 of
RC 597 DS000028 1 Documant Titia: Refarencad Doc Frint Date: 01124008
USER ID- rwashabsugh Taet Racalver Document 1 oo lRacalved Date: 053005
Line #| Item # | Suffix Description | Warehouse Cost Unit | Ord | Rec | Rej ‘ Total Rec

I 1| 1e0es | | vive valiow Highignter |  werestt | saao0 fcase | w0 | w | 0 | w |

NOTE: You can now decide to email, save or print your attachment.
10. Click Close to exit the document.
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Exercise 2 — Purchasing Inventory with a DO document

Scenario

The Business Office needs to order inventory—15 uniform pants size 32 and 10 uniform pants size 34.
In this situation, the office will search for the pants using the Universal Requestor Catalog Search
(URCATS) and create a Universal Requestor (UR) document, which will automatically generate a DO
document, to record the purchase of inventory.

Task Overview

Login to eMARS using your Student ID and password and search for URCATS.

Procedures

1.

w

Click Search from the Secondary Navigation panel. Open Page Search and enter URCATS in the
Page Code field.

Click on the UR Catalog Search link. The Universal Requestor Catalog Search page opens.
In the Search for field, enter Pants.

Uncheck the following boxes: Inventory, Commodity Codes, MA Catalog Items and Purchase
History. The only box checked is MA Agreements. Click Browse.

Check the boxes for the lines that contain “Pants Waist Size 32” and “Pants Waist Size 34” in the
CL Description column.

Click Start New Request.

Universal Requestor Catalog Search

henu
Bromse Clear dhk

wiGeneral

Search For:|F'ANTS

Included Sources  Master Agreements [ Inventory 7 Commodity Codes [*
of Supply: MA Catalog terns [T Purchase History [

 BAdvanced ]
Supplier Part Vendor _ Commeodity
- Name CL Description Code Source
¥ Cirtas é'g'fmm Pants - Waist SiTe gy CASE  $1400 MA 753 0600000004 10107
i Cirtars UIRieiin (PErs WIS oppnq CASE  $15.00 W& 758 0600000004 141107

First Frev Mext Lagt
Start New Request) Add To Current Request MWiew Curent Request Catalog Line Cetails
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7. The Catalog Comparison Sheet page opens. Enter the following information for Pants Waist Size

32:
Required Fields Values
Request Check the box
Quantity 15.

Shipping Location

111181 (Use the arrow and under location name put in “BCC*)

Accounting Template

Please Refer to your Student ID card

Delivery Date

Enter the date for tomorrow here

Requesting Unit UNIT
8. Click Save
9. The Catalog Comparison Sheet page opens. Enter the following information for Pants Waist Size
34:
Required Fields Values
Request Check the box
Quantity 10

Shipping Location

111181 (Use the arrow and under location name put in “BCC*)

Accounting Template

Please Refer to your Student ID card

Delivery Date

Enter the date for tomorrow here

Requesting Unit

UNIT

10. Click Save

11. Click Create Request.

)
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Catalog Comparison Sheet

henu Quick Search

Supplier
Part Commodity
Humber

CE Description

Description

Uniform
“ v |15.IIIIIIDIIIIII 20044 Parts - Waist Pants, Slacks, Trousers, Shorts, Jeans, ete. CASE  $14.00
Size 32

rifarm
v |1D_I:II:IDI:II:I 20044 Fants - Wwaist Pantz, Slacks, Trousers, Shortz, Jeans, ete. CASE $15.00
Size 34

Calete Sawe First Prew Mest Last

Lealete Insed Copy Paste Search

Shipping Lacation | I—
Accounting Template : [B52701 B
Delivery Date : IW
Reguesting Lnit : W
r

Ship Whole Indicator

Warehouse

Create Request4d ltem to Request Add Wendor Quotes
|

12. The UR document page opens to the Header section.
13. Enter the following information in the General Information subsection:

Required Fields Values

Document Name Exercise 2

Document Training Materials Exercise 2

Description

Requestor ID Click the Pick List and select StudentXX (where xx is your Student
ID#)

Issuer ID Will transfer from MA document

Billing Location 111180 (Use the arrow and under location name put in *BCC*)

]
g cal dms 35 of 74



eMARS Course #801 Inventory

Contact

UR - 590- D6000257- 1- New- Draft

Ship/Bill To Lines

Extended Description

Additional Information

Load Accounting Profile
#k

~¥General Information

Step 2 Accounting Distribution
Step 3 Commodity Group - i ian -
Ste - ommodity Grou Document Name _I Shipping Location |39?581
ep 4: Commaodity ;I
Step 5 Accounting Billing Location : [357561
Step B: Compatizon o |Training Materials--Exercize 2 =]
= Document Description ;
Step 7- Created Documerts =l % Delivery Date
Document Comments ’
Document History Reguestor D : |th0ward
Document Reference Accounting Profile I
Future Triggering tesuerin: Ithoward Total of Header Attachments : 0
Total of All Attachments : 0
Generated Docurments Successfully Processed : [
Actual Amount: §140.00
r PContact 1
r bExtended Description 1

r bAdditional Information 1

r PDocument Information 1

Top

[ Save T Llrdy T Print T Validate T Subrmif T Cioze ]

14. Click Commodity from the Secondary Navigation panel. The page opens to the General

Information section. You will see the information taken from the request you filled out earlier.
15.
16.

Click Validate. Click Submit after all the errors have been corrected.

Click Step 7: Created Documents from the Secondary Navigation panel. The page opens and a
line for each commodity will be shown along with the DO that was created for it.

17. Click the DO that was created. This will show up as a line in the grid on the Step 7: Created

Documents page.

18. The DO document page opens to the Header section. You will notice that the document is now a

New Draft document in the Document Catalog.
Click the Edit button at the bottom of the page.
Enter the following information in the General Information subsection:

19.
20.

Required Fields

Values

Document Name

Will transfer from UR document

Document
Description

Brief description of the document

Requestor ID

Click the Pick List and select StudentXX (where xx is your Student
ID#)

Issuer ID

Will transfer from MA document

Procurement ID

24

Cited Authority

KRS 45A.470-G

)
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21. Enter the following information in the Contact subsection:

Required Fields Values
Requestor ID Click the Pick List and select StudentXX (where xx is your Student
ID#)

22. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Notice there is two commodity lines. Enter the following information for
Commodity Line 1, Pants:

Required Fields Values
Stock Item Suffix A34
Quantity 10

Accounting Template

Please Refer to your Student Card. Click Save.

23. Click Insert New Line. Enter the following information for Commaodity Line 2, Pants:

Required Fields Values

Stock Item Suffix A32

Quantity 15

Accounting Template | Please Refer to your Student Card

24. Click Validate. Click Submit after all the errors have been corrected.

25. Click Close to exit the document.

)
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Exercise 3 — Purchasing Inventory with a Purchase Order
Scenario

The Business Office needs to order inventory—15 uniform pants, size 32. In this situation, a PO
document is created to record the purchase of inventory.

Task Overview

Login to eMARS using your Student ID and password and create a PO document.

Procedures

1. Click Search from the Secondary Navigation panel. Select Document Catalog and click Create. A
new page opens. Enter the following information.

Required Fields Values

Code PO

Dept Please refer to your Student ID card.
Unit UNIT

ID Select Auto Numbering.

2. Click Create. The new PO document opens to the General Information section.

Note: Write down the Document ID number on your Student ID card. It is found at the top, left of the
document. You will need it in when creating a RC document in Exercise 4, step 3.

3. Enter the following information:

Required Fields Values

Document Name Training Exercise 3

Document Purchasing 15 Uniform Pants, size 32
Description

Procurement Type ID | 24 (Standard Goods)
Cited Authority FAP 111-55-00-G (Small Purchase)
Default Form PO1_FORM

Note: For all documents in Exercises 3-9, the Record Date, Budget FY, Fiscal Year, Period, Name,
Phone Number and Email fields will automatically populate when the document is submitted.
You do not need to enter any information in these fields.

]
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4. Access the Contact section and enter the following information:

Required Fields

Values

Issuer ID

Automatically populates

Requestor ID

ID#)

Click the Pick List and select StudentXX (where xx is your Student

Document View
+ Header

General Informeation
Reference

Cortact

Modification
Extended Description

Load T and C ShipfBill Ta Lines

Load Accounting Frofile

Assemble Document Wiew Assembly Regquest

Header
sh

- wGeneral Information

===l . — - = :
EZTZL::nShIQQIngJEIIIIIng Docurment Marme - Training Exercise 3 j PCard ID I
Document Information - PCard Exp: I
et Record Date I Procurement Folder ;
Business Type '
Sub Wendor Budget Fy . I Frocurement Type @ Small Furchase
Accounting Distribution ) ] I— Procurernent Type 1D ; |21
Terms and Condtions Fiscal Year:
Special Iljstructmns Perind - I— Cited Autharity IFAF‘ 111-55-00-G
Commodity
Commodity T &C - ! - ~ Accounting Profile I >
e Document Description - 3I:'2L|r0h515|ng 18 Unifarm Pants, size _| .
Posting Terms Template : I
Supporting Documerts Actual Arnount : $0.00 . )
W Closed Amount : $0.00 Caonfirmation Qrder: [0
ocuUmen IStory . .
Document Reference Closed Date : Default Farm : |
Future Triggering Last Print Date : I
Total of Header Attachrments 0
Total of All Attachments 0
r PReference
rwContact
lzsuer 1D : [kziemer Team D
Buyer:
kelly Ziamer ¥
matt.gullicksrud@ky. oo
Reguestar 1D |Student02
[
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eMAR

5. Click the Vendor link from the Secondary Navigation panel. The page opens to the General

Information section. Click Insert New Line. Enter the following information:

Required Fields Values

Vendor VC0000100026 (Use the arrow and search the Legal Name for
“Cintas”.)

Address Code Click the Pick List and Select the address returned for your vendor

Vendor Contact Robert Smith

Name

Note: Vendor Contact Name and Vendor Contact Phone fields will automatically populate once the

document is Validated.

PO - 527 0600000002- 1. New- Draft
Hesader | i |
= Actian Manl
< \endaor —
WEndar Load T and C Ship/Bill To Lines

Discourt VYendor Line | Yendor Customer | Legal Hame | Line Amount | Modified

Business Type

Sub vendor % 1 40000100026 Cintas $000 false
Accourting Distribution First Prewv Go To Mest Last
Terms and Conditions
Special Instructions
Commaodity ok
Commodity T &C - fendor
Locountiog
Posting vendor Customer : [\CO000100026 Wendar Contact 1D : |
Supporting Documerts L )
(P — Leiﬁ' Ng";:: Cintas Yendor Contact Mame |
Document History 1as - X
Wendor Contact Phone : [B00-471-7824
Document Reference Address Cade : [ADODT I
Future Triggering .
137 5 Forbes Rd Yendor Contact Phone E}d..l
et ErTTTE TSt
. B
40514
s Secondary Reason

WWeb Address hittpadf

Yendor Preference Level : |99 Madified : [false
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6. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Click Insert New Line.

7. Enter the following information in the General Information subsection:

Required Fields Values

CL Description Purchase pants for new hires

Warehouse Click the browse arrow to the right of the field. Find BCC1
(Blackburn Correctional)

Commodity Click the browse arrow to the right of the field. Find 20044 (Uniform
Pants)

Suffix ltem Suffix Click the browse arrow to the right of the field. Find A32 (Size 32)

Quantity 15

Unit Click the browse arrow to the right of the field. Find CASE

Accounting Template | Please Refer to your Student Card

rwGeneral Inforrmation

Document View

Header f ~ .

i L Description - Purchase Pants for hew Hire % T & C Template I
Business Type Fixed Asset: [

Sub Yendor Wiarehouse ; IEICC1 Lock Order Specs : [

Accourting Distribution

Termz and Conditions Blackhurn Correctional Complex Reviving Lack Catalog List Price : I__"
| SpecialInstructions Cormrmodity |200:1:1
~ Commodity Wendaor Prefarence Lewvel |99
General Information Stack lterm Suffix - |A32
Reference
ShippincyBiling Pants, Slacks, Trousers, Shorts, Jeans, ) _
Specification et Commodity Specs :
| Matching | sypplier Part Numher:l
Retainace
Tolerance Line Type IItem 'l
Dizcount
Commodity T &C Cuantity : |15.DDDDD Extended Description
Accourting
e Unit: ICASE

Supporting Documents . X
Document Comments UnitPrice : |$D.DD Mon-Reserved Funding Open Amount Total : $0.00

Document History ) o Itern Sub Total ; §0.00
Document Reference Discounted Unit Price . |$D'DD Tax Amount : §0.00
(e T List Price : [$0.00 Line Amount : $0.00

Contract Amount |$D.DD Closed Amount : §0.00

Closed Quantity : 0.00000

Service Fram ; |321/2008 Closed Contract Amt: $0.00
Service To : [3726/2006 Wodified © [false
Accounting Profile : I Mumhber of Attachments - 0

Accounting Template:l
Tax Profile : I

Imputed Interest Rate |D.EIEI
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8. Enter the following information in the Shipping/Billing subsection:

Required Fields Values

Shipping Location Click the browse arrow to the right of the field. Find 527 BCC
(111181)

Billing Location Click the browse arrow to the right of the field. Find 527 BCC
(111180)

=shippingBilling

Shipping Location : [111131 Billing Location ; |1111BEI

a27 BCC aiy BCC
429006 429006
BLACKBURM CORRECTIOMAL BLACKBURM CORRECTIOMAL
COMPLE®3111 SPURR ROAD COMPLEX3111 SPURR ROAD
LEXIMGTOM LEXIMGTOM
kXY 4
404511 40511
(W
Shipping Method : |
Free On Board - Additional Info
Delivery Date : _I
Delivery Type :I j
Additional Info

9. Click Save. Click Validate. Check for errors and correct them. Click Validate again.

10. Click Submit after all the errors have been corrected. A message is returned Document submitted
successfully. The document is now a New Final document in the Document Catalog.

11. Click Close to exit the document.
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Exercise 4 — Create an RC document to Receive goods
Scenario

The Blackburn Correctional Complex (BCC1) has just received a shipment of 15 Uniform Pants, size 32
(from the PO that you created in Exercise 3). You need to complete a RC document to record your
acceptance and receipt of the inventory.

Task Overview

Login to eMARS using your Student ID and password and create a RC document.

Procedures

1. Click Search from the Secondary Navigation panel. Open the Document Catalog and click
Create to open a new page. Enter the following information.

Required Fields Values

Code RC

Dept Please refer to your Student ID card.
Unit UNIT

ID Select Auto Numbering.

2. Click Create. The new RC document opens to the General Information section.
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3. Enter the following information:

Required Fields Values

Document Name Training Exercise 4

Ref Doc Code PO

Ref Doc Dept Please refer to your Student ID card.

Ref Doc ID Enter the ID you wrote down from Exercise 3, step 2
Receiving location 111181 (Use the arrow and under location name put in *BCC*)
Received date Will automatically populate

Receiver Will automatically populate

RC - 527- 0600000001- 1- New- Draft

| Actian Manw I
kb
—wGheneral Information

Training Exercise 4 ~| Receiving Location : I
_I Received Date :|

Document Mame :

Bllow Part. Recpts. . W

Receiver : |kzieme
RefDoc Code: |F'D

kel Zigmer
FefDoc Dept : I
g E}{t:l

RefDoc D |

ratt.gullicksrud@@ky. goy
Frocurement Falder :

Frocurement Type :

r kExtended Description 1

r BDocument Information

Top

[ Save T Lindo T Frint T Vaigate T Submif T Cloge ]

]
g cal dms 46 of 74



eMARS Course #801 Inventory

4. Click Vendor from the Secondary Navigation panel. The page opens to the General Information
section. Once the document is validated, the Vendor section automatically populates, as the PO
is referenced.

5. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Click Insert New Line.

6. Enter the following information in the General Information section:

Required Fields Values

Line Type ITEM

Ref Award Line 1

Commodity Click the browse arrow to the right of the field. Find 20044
UNIT Click the browse arrow to the right of the field. Find CASE
Received Qty 15

Rejected Qty 0

Shipment Indicator Scroll to Final

NOTE: When you enter 1 in the ref award line and click Validate, the other fields will populate.

Document View RC - 527- 0600000001- 1- New- Draft
Header "
| Heatet 0000000000000 Actian M
o (_cton e J
~ Commodty
General Information

Tolerance Information
Document Comments

Commodity Line | Commodity | Received Oty | Bejected Oty | Received SC Amount | Total Gty Received
&4 v ]

Inzert Hew Line Insert Copied Line First Prew Go To Mext Last
Document Histony
Document Reference
Future Triggering L4
- wGeneral Information
Line Tvperlltem vI Commodity Match Type
MSDS Reguired :
Ref Award Line : |1 q r
_| MSDS Received . [T
CL Description : =l Shipment Indicatar IFinaI 'l
Commadity : IEDDM Condition |
Stock Iterm Suffi: =]
Unit: ICASE Reason :
Ordered Gty Ll
Received Oty [15 -
Rejected Oty |0 Camments -
Total Oty Received : LI
Ordered 5C Amount :
Receied SC Amoum:l
Commuodity Description :
=

7. Click Save. Click Validate. Check for errors and correct them. Click Validate again.
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8. Click Submit after all the errors have been corrected. A message is returned Document
submitted successfully. The document is now a New Final document in the Document Catalog.

9. Click Print. Walk through the Print Attachment Process that is explained in Exercise 1.
10. Click Close to exit the document.
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Exercise 5 — Stock Transfers with Tl & TR documents
Scenario

LLC1 needs 5 cases of Toilet Paper. Blackburn Correctional Complex (BCC1) has a surplus of Toilet
Paper and agrees to send some to LLC1. BCC1 will complete a Tl document to issue the transfer.

LLC1 realizes they only need 4 cases of Toilet Paper from BCC1. The Tl document must be modified
(remember that a TI document can only be modified if a TR document has not yet been submitted)

Once LLC1 receives the shipment, they will create a TR document, as they received the inventory.

Task Overview

Login to eMARS using your Student ID and password and create a Tl document to transfer items and
TR document to receive the items. A TI document will also be modified.

1. You will create a Tl document to issue the transfer of Toilet Paper from BCC1 to
LLCH.
2. You will modify the TI document to adjust the amount being transferred.
3. You will create a TR document referencing the Tl document upon receiving the Toilet Paper.

Procedures
To Create Tl document:

1. Click Search from the Secondary Navigation panel. Select the Document Catalog and click
Create to open a new page. Enter the following information.

Required Fields Values

Code TI

Dept Please refer to your Student ID card.
Unit UNIT

ID Select Auto Numbering.

2. Click Create. The new Tl document opens to the General Information section.

Note: Write down the Document ID number on your student card under Exercise 5. It is found at the top
left of the document. You will need it in step 12 when modifying and step 19 referencing the Tl
document to create the TR document.

3. Enter the following information:

Required Fields Values

Document Name Training Exercise 5 -- Tl
Document Transferring Toilet Paper
Description
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4. Click the Issuer Information section. Enter the following information in the Issuer Information

section:
Required Fields Values
Issuer ID Click the Pick List and select StudentXX (where xx is your Student
ID#)
Issuing Warehouse Click the browse arrow to the right of the field. Find BCC1
Issued Date Today’s Date
Delivery Date A week from Today

5. Click the Receiving Information section. Enter the following information in the Receiving
Information section.

Required Fields Values

Receiving Click the browse arrow to the right of the field. Find LLC1
Warehouse

Shipping Location Will automatically populate once the document is Validated

0 TI - 758- 0600000001- 1- Hew- Draft
Document View Actian Menu

~" Header
General Information Header
|zsLer Information sk

Receiving Informsation
Extended Description
Document Information

Commodity
Document Comments

Document Histony Fecord Date : I
Document Reference
Future Triggering Budget Fy': I
Fiscal Year: I

Feriod :I

~wGeneral Information

Training Exercise—5 Tl |«| Closed Date:

[ |

Dacument Marme :

Document Description Transferring Toilet Paper ﬂ
~wissuer Information
lssuer |l IStudentD2 Izsuing Warehouse : IEHCC1
Mame - I Blackburn Carrectional Complex

Rewiving

Fhare Numberil Issued Date : IEI3I21I2EIDE
Phone Ext.: | Delivery Date : [13/26/2005

Ermail :I

~*Receiving Information
Receiving Warehouse : ||_|_C1 Last Received Date :

Luther Lucket

Correctional Complex-  ghinping Additional Info ;
Consumahles
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6. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Click Insert New Line.

7. Enter the following information:

Required Fields Values

Stock ltem Click the browse arrow to the right of the field to find the correct
commodity. 64075

Stock Item Suffix 111

Transfer Qty 5

8. Click Save. Click Validate. Check for errors and correct them. Click Validate again.

T1- 758- 0G0DD00001- 1- New- Draft
Header "
Actian Meny
~" Commodity u"

General Information
Extended Description -
Document Comments &b ~ 1 64075111 S.00000 0.00000

Line | Stock tem | Transfer Quantity | Received Quantity

Document History Insert Heva Line Inzert Copied Line First Prev Go To Hest Last
Document Reference
Future Triggering
sk
~wGeneral Information
Stock [tarm IE4D?5 Received Guantity - 0.00000
Closed Date :
Stock Itemn Suffi: [111 Closed Quantity: 0.00000
Tailet Paper
Issue Unit . EA

Transfer Quantity : |5.IIIEIDDD

r kExtended Description

Top

[ save T wnde T At [ vamsste [ Sumt [ Cioze ]

fenu

9. Click Submit after all the errors have been corrected. A message is returned Document
submitted successfully. The document changes to a new Final document. (In Production, the
document is submitted to Workflow for approval).

10. Click Close to exit the document.
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To Modify Tl document:

12. Click Search. Open the Document Catalog from the Secondary Navigation panel. Enter the
following information.

Required Fields Values

Code TI

Dept Please refer to your Student ID card.

Unit UNIT

ID Enter the ID that you wrote down in Step 2 (see Student ID Card)

13. Click Search. The Tl document opens to the General Information section.

14. Click Edit. Click Commodity from the Secondary Navigation panel. The page opens to the
General Information section.

15. In the Transfer Quantity field, enter 4.
Document View Tl - 758- 0600000001- 1- New- Draft

Header | Action Menu I
+" Commodity
General Information

Extended Description -
Document Comments b4 " 1 B4075111 5.00000 0.00000

Line | Stock tem | Transfer Quantity | Received Quantity

Document History Insert Mews Line Inzert Copied Line First Prew Go To Next Last
Document Beference
Future Trigaering
sk
rwGeneral Information
Stack [tern - IE4|:|75 Feceived Quantity : 0.00000
Zlosed Date
stock ftem Suffc: [111 Closed Quantity : 0.00000
Toilet Paper
Issue Unit: EA
Transfer Guantity : |4[DDDDD

r bExtended Description

Tap

r Save T Lindo T Frint T Validale T Subrmi T Cloze ]

16. Click Save. Click Validate. Check for errors and correct them. Click Validate again.

17. Click Submit after all the errors have been corrected. A message is returned Document
submitted successfully. The document is now a Modified Final document in the Document
Catalog.

18. Click Close to exit the document.

To Create TR document:
LLC1 has received the five cases of Toilet Paper. Therefore, you will create a TR document.

19. Click Search from the Secondary Navigation Panel. Open the Document Catalog and click
Create to open a new page. Enter the following information.
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Required Fields Values

Code TR

Dept Please refer to your Student ID card.
Unit UNIT

ID Select Auto Numbering.

20. Click Create. The new TR document opens to the General Information section.
21. Enter the following information:

Required Fields Values

Document Name Training Exercise 5 -- TR

Document Toilet paper transfer

Description

Ref Doc Code TI

Ref Doc Dept Please refer to your Student ID card.

Ref Doc ID Enter the ID that you wrote down in Step 2 (see Student ID Card)

22. Click the Receiving Information section. Enter the following information:

Required Fields Values

Received by Click the Pick List and select StudentXX (where xx is your Student
ID#)

Received Date A week from today

Note: Receiving Information and Issuer Information section will automatically populate once
the TR document is validated, as the information is copied from the referenced Tl document.
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Document View TR - 415- 0002000121- 1- Hew- Dratft

~ Header ictor Merar
General Information
Receiving Information Header
lzguer Informeation =13

Extended Description

Documert Information - wGeneral Information

Commacdity [ ; R - .
e Dacurment Mams - Training Exercise 5-TR ~| RefDoc Code - ITI

Posting _I FefDoc Dept: I
Document Comments Record Date I
Ref Doc D |

Document History
Document Reference Budget Y I
Future Triggering

Fiscal Wear: I

Peﬂod:l

Receiwing amount of Toilet Paper =]

.

Document Descriptian

~*Receiving Information
Receiving Warehouse Received By - I

Received Date : |63f29f05 Marme | |

Fhone Number:|

Fhone Ext. I

Etnail :I

r bIssuer Information |

r PExtended Description ]

r kDocument Information ]
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23. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Click Insert New Line.

24. Enter the following information in the General Information section:

Required Fields Values

Received 4

25. Enter the following information in the Reference section:

Required Fields Values

Ref Commodity Line | 1

Document View TR.- 415- 0002000121- 1- New- Draft
Headsr | Actian Menu I
" Commodity
General Information
Reference
Extended Description b4 ¥ a
Aceounting Insert Mews Line Insert Copied Line First Frew Go To Mext Last
Posting
Document Comments

Line | Stock kem | Transfer Quantity | Received Quantity | kem Total Amount

Document History sk
Document Reference ~wGeneral Information
Future Triggering .
Stock tem : Transfer Quantity
Stock [tern Suffix nit Cost:
lssue Unit - [tern Total Armount

Received Quantity : [4

~*Reference

RefDoc Code  mef commadity Line | Ih

RefDoc Dept

RefDoc 1D RefType 1|Final v|

r PExtended Description

Top

[ sae | tnde [ pie [ vaisse | Submt | Ciose

hienu

26. Click Save. Click Validate. Check for errors and correct them. Click Validate again.

27.Click Submit after all the errors have been corrected. A message is returned Document
submitted successfully. The document is now a New Final document in the Document Catalog.

Note: You can also modify a TR document. Follow the steps above for Modifying a Tl document,
except search for the TR document using the TR Document ID.

28. Click Close to exit the document.
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Exercise 6 — Inventory Adjustment—Create an IA document
Scenario

An employee at BCC1 realizes that a pair of pants, size 34 has been damaged and can be thrown out.
An |A document must be created to adjust the quantity for this stock item.

Task Overview

Login to eMARS using your Student ID and password and create an IA document.

Procedures

1. Click Search. Open the Document Catalog from the Secondary Navigation panel and click
Create to open a new page. Enter the following information.

Required Fields Values

Code A

Dept Please refer to your Student ID card.
Unit UNIT

ID Select Auto Numbering.

2. Click Create. The new |IA document opens to the Header General Information section.

]
g cal dms 56 of 74



Kenta
eMARS

eMARS Course #801 Inventory

3. Enter the following information:

Required Fields Values

Document Name Training Exercise 6

Document Accounting for damaged pants
Description
Warehouse Click the browse arrow to the right of the field. Find BCC1

Document Yiew
+ Header

1A - 758- DG00000002- 1- New- Draft

izeneral Information
Extended Description

| Action Meny I

Header
Document Information Sk
Commodity )
Accounting - wGeneral Information

Pozting
Document Comments
Document History
Document Reference
Future Triggering

Docurmant Marme - Training Exercise--B

RecoraDate:[ [
udgetFy:[
Fiscal fear: Ii
Feriod I—

-
e

Document Description To understand |4 documents

Warehause ILLC1

Luther Lucket Correctional Complex-
Cansumahbles

Document Total Armount : $0.00

-
e

 bExtended Description

- PDocument Information

Top

i

Save

T e [ Pt vaidae | Submt | Cose

)
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4. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Click Insert New Line.

5. Enter the following information in the General Information section:

Required Fields Values

Stock ltem Click the browse arrow to the right of the field to find the correct
commodity. 20044

Stock Iltem Suffix A34

6. Enter the following information in the Adjustment Information section:

Required Fields Values

Change in Quantity -1
Adjustment Code Click the browse arrow to the right of the field and Select DAMAGE

Document View 1A - 758- 0600000002- 1- Hew- Draft
Header

| Action Meny |
~ Commaddity
General Information
Adjustment Information

Line | Stock Hem | Change in Quantity | Change in Unit Cost | Kem Total Amount

Extended Description 33 ¥ o -1.00000 F0.00
Accounting Insert Mew Ling Insert Copied Line First Frew So To Mext Last

Posting
Document Comments
Document History bk

Document Reference —wGeneral Information
Future Triggering
Stock ltem : [20044

Stock Itern Sufii |A34

~whdjustment Information

Change in Guantity : |-1,E|E||:||:||:| Mew Guantity :

) ) Iew Linit Cost:

Change in UnltCust:l New Exdendad Cost -
Adjustment Code : IDAMAGE ltern Total Amount ; $0.00

DamagediBroke
Use for Reconciliation : [

r bExtended Description

Top

r Save T Lindz T Print T Valdale T Submif T Cloze ]

Click Save. Click Validate. Check for errors and correct them. Click Validate again.

Submit after all the errors have been corrected. A message is returned Document submitted
successfully. The document is now a New Final document in the Document Catalog.

9. Click Close to exit the document.

Note: Once submitted, the IA document may not be modified or cancelled.
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Exercise 7 — Issue of Goods—Create OC document
Scenario

The Supervisor of LLC1 requests 1 highlighter, 1 blanket and 3 Uniform pants, size 34 to be issued to
an employee. To track the movement of inventory from warehouse bins into the Supervisor’'s
possession, an OC document is created.

The Supervisor realized that the employee only needs 1 pair of pants. The OC document needs to be
modified to change the Requested Quantity.

Task Overview

1. Create an OC document for the Direct Issuance of goods from BCC1.
2. Modify the OC document for the quality of item.

Procedures
Create an OC document

1. Click Search. Open the Document Catalog from the Secondary Navigation panel and click
Create to open a new page. Enter the following information.

Required Fields Values

Code oC

Dept Please refer to your Student ID card.
Unit UNIT

ID Select Auto Numbering.

2. Click Create. The new OC document opens to the General Information section.

Note: Write down the Document ID number. It is found at the top left of the document. You will need it
in when modifying and returning the items in Exercise 9.
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3. Enter the following information:

Required Fields Values

Document Name Training Exercise 7

Warehouse Click the browse arrow to the right of the field. Find BCC1
Requesting Unit UNIT

Issuer ID %l;)k the Pick List and select StudentXX (where xx is your Student

0C - 758- 0600000001- 1- New- Draft

- | Action Weny I
General Infarmation

Extended Description Load Acesunting Profile
Document Information Header

Accounting Distribution Sk
Commodity
Accounting

Posting
Document Comments Docurnent Mame :

Wiarehouse ILLC1
Document History

Requesting Unit IUNIT
Document Reference Record Date : I
Future Triggering Accounting Profile I
Budget Fy': I

IzsUet D :|
Fiscal‘r’ear:l I
Marme
Feriod :I

Document Description :

+" Header

~wGeneral Information

Training Exercize 7

-
[~

Fhone Number:|

ﬂ Phone Ext. I

Document Total Amount © §0.00 Email : I

r FExtended Description

[ bDocument Information

Top

[ sawe Y tndo Y  Pit [ vaidae [ swbmt [ cose ]

To enter the Highlighter:

4. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Click Insert New Line.

5. Enter the following information in the General Information section:

Required Fields Values

Stock ltem Click the browse arrow to the right of the field to find the correct
commodity. 62090

Stock Item Suffix HY1

Unit Price Will automatically populate field

Requested Quantity 1

Accounting Template | Please Refer to your Student Card

]
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6. Click Save.
0OC - 758- 0600000001- 1- New- Draft
| Action Manu I
Accourting Distribution
" -
b - Line | Stock tem | Requested GQuantity | Unit Price | Line Amount
General Information -
Acoounting ¥ v 0 1.00000
Posting Inzert Mew Line Insert Copied Line Fitst Prew 5o Ta Mext Last
Document Comments
Document Historny
Document Reference Fk
Future Triggering ~wGeneral Information
Stock [ter IEEDQD Returned Quantity : 0.00000
Returned Amount : 0.00
Stock fern Suff: |HY1 Returned Data -
Inventory Description : ;I
i Extended D i
enoe ESCARTONn .
lssue Unit "
Unit Price : | i

Requested Quantity ; |1 0aoao

Total Accounting Amount
[tern Sub Tatal :

Accounting Profile I
Accounting Template ||

[ sawe Y vmis [ Pt [ vaidae [ Submt [ Cose ]

To enter the Blanket

7. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Click Insert New Line.

8. Enter the following information in the General Information section:

Required Fields Values

Stock ltem Click the browse arrow to the right of the field to find the correct
commodity. 85012

Stock Item Suffix WI1 (Wool Inmate 1)

Unit Price Will automatically populate field

Requested Quantity 1

Accounting Template | Please Refer to your Student Card

9. Click Save.
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OC - 758- 0600000001- 1- New- Draft
Header -
Actian Maru
Accourting Distribution ;J

~ Commodity

General Information -
Accounting &% i} 1.00000
Posting Ba

v a
Document Comments %
Document History Insert Mew Line Insert Copied Line First Prew Go Ta Mext Last
Document Reference
- -

Future Triggering sh

Line | Stock htem | Requested Quantity | Unit Price | Line Amount

~wGeneral Information

Stock lterm - |85D12 Returned Guantity ; 0.00000

Returned Amount : 0.00

Stock Itern Suffix IWH Returned Date

Imventory Description ;l
Bin: Extended O ipti
ended Description
lzgue Linit: P
Init Price:| LI

Fequested Gantity |1

Total Accounting Amaunt :
Itern Suhb Total :

Accounting Profile :I
Accounting Template :I

[ sawe Y unas [ A [ vawgae | Sumt [ cClose

To enter the 3 pairs of pants:

10. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Click Insert New Line.

11. Enter the following information in the General Information section:

Required Fields Values

Stock ltem Click the browse arrow to the right of the field to find the correct
commodity. 20044

Stock Item Suffix A34

Unit Price Will automatically populate field

Requested Quantity 3

Accounting Template | Please Refer to your Student Card

]
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Document View 0C - 758- 0600000001- 1- New- Draft

Action Menu
Accourting Distribution
" =
el - Line | Stock tem | Requested Quantity | Unit Price | Line Amount
General Information -
Accounting &% 0 1.00000
Posting B
Document Comments s b 108000
Document History % v 0
Lomwne Heis s s Inzert Mew Line Inser Copied Line Fitst Prew Go To Hest Last
Future Triggering
Fh
~wGeneral Information
Stock ftern | |2DEI44 Returned Guantity : 0.00000
Returned Amount : 0.00
Stock lern Sufi |A34 Returned Date -
Inventory Description : :I
Bin :
) Extended Description :
lzsue Linit: v
Unit Price - | [

Reguested Quantity : |3

Total Accounting Amount :
Iterm Suh Total :

Accounting Profile :I
Accounting Template :I

[ sawe T unde [ Pt | vatdae [ Submi [ Ciose ]

12. Click Validate. Check for errors and correct them. Click Validate again.

13. Click Submit after all the errors have been corrected. A message is returned Document
submitted successfully. The document changes to a new Final document. (In Production, the
document is submitted to Workflow for approval).

14. Click Print. Walk through the Print Attachment Process that is explained in Exercise 1.
15. Click Close to exit the document.
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Modify an OC document

16. Click Search. Open the Document Catalog from the Secondary Navigation panel. Enter the

following information.

Required Fields Values

Code ocC

Dept Please refer to your Student ID card.

Unit UNIT

ID Enter the ID that you wrote down in Step 2 (see Student ID Card)

17. Click Search. The OC document opens to the General Information section.

18. Click Edit.

19. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Select the third Commodity line so that the information for the pants

appears. Enter the following information.

Required Fields

Values

Requested Quantity

2

0C - 758- 0600000001- 1- Hew- Draft

| Actian Menu I
Stock hem | Requested Quantity | Unit Price | Line Amount
& 1 62090 HY¥1 1.00000 F0.00 F0.00
&% 2 B5012 WM 1 00000 $0.00 $0.00
o ~ 3 20044 534 3.00000 FO.00 F0.00
Inzert New Line Insert Capied Line First Prev Go Ta Mext Last
Eecalculate Accounting Line Amount
sk
rwGeneral Information
Stock ltern - |2E||:|-44 Returned Gluantity . 0.00000
Returned Amount ; 0.00
Stock lterrm Suffx; |A34 Retumad Dats -
Inventory Description : Pants
Bin ;1 -
) Extended Diescription
Issue Unit: EA
Unit Price : [$0.00
Requested Cuantity : IE.DDDDD
Total Accounting Amount ; §0.00
Itern Sub Total ; $0.00
Accounting Profile :I
Accounting Template :I
Top
r Save T Lindo T Prirt T laldate T Submif r Cioas ]
5
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20. Click Save. Click Validate. Check for errors and correct them. Click Validate again.

21. Click Submit after all the errors have been corrected. A message is returned Document
submitted successfully. The document is now a Modification Final document in the Document
Catalog.

22. Click Print. Walk through the Print Attachment Process that is explained in Exercise 1.
23. Click Close to exit the document.
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Exercise 8 — Create a Stand Alone Stock Return (SN) document

Scenario

An employee at BCC1 wants to return 2 highlighters that his Supervisor gave to him because the wrong
number was ordered. Therefore, an SN document is created to place the returned items back into

stock.

Task Overview

Login to eMARS using your Student ID and password and create an SN document.

Procedures

1. Click Search. Open the Document Catalog from the Secondary Navigation panel and click

Create to open a new page. Enter the following information.

Required Fields Values

Code SN

Dept Please refer to your Student ID card.
Unit UNIT

ID Select Auto Numbering.

2. Click Create. The new SN document opens to the General Information section.

3. Enter the following information:

Required Fields

Values

Document Name

Training Exercise 8

Document Return highlighter
Description
Warehouse Click the browse arrow to the right of the field. Find BCC1

Returning Unit

UNIT

)
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4. Enter the following information in the Returning Information section :

Returned by

ID#)

Click the Pick List and select StudentXX (where xx is your Student

Return Code

Click the browse arrow to the right of the field and Select ITEM

~" Header

General Information
Returning Information

SN - 758- D600000001- 1- New- Draft

Load Accounting Profile

Extended Description

Documert Information
Accourting Distribution
Commodity
Accourting
Posting
Document Comments
Document Histony
Document Reference
Future Triggering

Header
sk

Action Meny

r wGeneral Information

Document Mame

Training Exercise 5

Record Date : Ii
Budgetry:[
Fiscal Year: I—
Period:[ |

;l RefDoc Code
LI RefDoc Dept
RefDoc D
Warehouse

Returning Unit

Accounting Profile

Docurment Description :

Return Highlighter

-

LI Document Sub Total Amount
Document Total Amount

:||_|_c1
:IUNIT
|

S §0.00
- %0.00

~=Returning Information

Returned Ely:l

Marme :|

Cwerride Fixed Return Charge

Phone Number:l

Phone Ext: I

Ernail : |

Return Code : IITEM

Owerride Return: [0

Docurment Refund Amaount : $0.00

Met Return Charge @ $0.00

)
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5. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section. Click Insert New Line

6. Enter the following information in the General Information section:

Required Fields Values

Stock ltem Click the browse arrow to the right of the field to find the correct
commodity. 62090

Stock Iltem Suffix HY1

Accounting Template | Refer to your Student Card
Returned Quantity 2

Unit Price Will automatically generate when the document is validated

Document View SN - 758- 0600000001- 1- New- Draft
Header

Accounting Distribution LM
~" Commodity
General Information
Reference &% ¥ 0
Extended Description
Accounting
Paosting
Document Comments sk

Document Histol ~wGeneral Information
Document Reference

Future Trigoering Stock ttern : IEEDQD Line Sub Total -
Returned Charge ; $0.00
Stock ltem Sufﬂ}{ZIHY‘] Line Tatal -

Accounting Profile :I
Accodnting Template :I

Returned Quantity - [2

Line | Stock Hem | Unit Price | Line Total | Description

Insert Hew Line Insert Copied Line First Frev Go To Mext Last

Unit Cost:
Unit Price : |

Is=ue Unit

r PReference

r BExtended Description

Top

[ save Y wwde [ Pt [ vaidate [ Submit J  Ciose

7. Click Save. Click Validate. Check for errors and correct them. Click Validate again.

8. Click Submit after all the errors have been corrected. A message is returned Document
submitted successfully. The document is now a New Final document in the Document Catalog.

9. Click Print. Walk through the Print Attachment Process that is explained in Exercise 1.
10. Click Close to exit the document.

]
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Exercise 9 — Create a Stock Return (SN) document referencing an OC

Scenario

document

An employee at the BCC1 wants to return one of the pairs of pants, size 34; he originally requested two
pairs. Therefore, a BCC1 employee creates an SN document. To be more efficient, the employee
references the OC document, which originally requested the two pairs of pants; this way, proper and
accurate tracking of the inventory results and effects the appropriate locations.

Note: If the situation allows, always reference the appropriate OC document when creating an SN
document. It is faster and easier, as you do not have to retype specifics.

Task Overview

Login to eMARS using your Student ID and password and create an SN document by copy forwarding

from an OC document.

Procedures

1. Click Search. Open the Document Cataloq from the Secondary Navigation panel and enter the
following information.

Required Fields Values

Code ocC

Dept Please refer to your Student ID card.
Unit UNIT

ID Use the document ID from Exercise 7

2. Click Copy Forward.

3. The Copy Forward page opens. Enter the following information below the “To Document” line.

Required Fields Values

Dept Please refer to your Student ID card.
Unit UNIT

ID Auto number

There should be a “check” on the SN line. Click OK.

4. The new SN document opens to the General Information section. Information on the SN
should already be present, from the OC document.

5. Enter the following information in the Returning Information section :

‘ Return Code

Click the browse arrow to the right of the field and select ITEM

)
5 calIams

71 0f 74



g =

eMARS Course #801 Inventory

6. Click Commodity from the Secondary Navigation panel. The page opens to the General
Information section.

7. Delete Commodity lines 1 & 2 by clicking the Scissors icon on each line. The 3" Commodity line
should remain, which shows the information for the pants.

Required Fields Values

Accounting Template | Please Refer to your Student Card

Returned Quantity 1

Note: In the Reference section, information is Read-only and reflects the specifics of the OC
document.

8. Click Save. Click Validate. Check for errors and correct them. Click Validate again.

9. Click Submit after all the errors have been corrected. A message is returned Document
submitted successfully. The document is now a New Final document in the Document Catalog.

10. Click Print. Walk through the Print Attachment Process that is explained in Exercise 1.

Logout

You will conclude this exercise by logging out of the application:

11. Click Logout. This closes the eMARS application and ends your session. You can now close
the open browser windows.

NOTE: Please remember to select Logout
prior to closing your eMARS session. Just
closing the page will not immediately end
your session.
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Inventory Answers

Question #1: When inventory is transferred from warehouse A to warehouse B, what document
does warehouse A create?

Answer: C Warehouse A transfers the item, so, therefore, creates the Stock Issue (TI)
document

Question #2: What inventory table(s) is/are updated when documents are submitted?

Answer: C Both. Inventory Maintenance (INVN) and Inventory Inquiry (INVNQ) tables

Question #3: Which of these documents are printed using the Print Attachment Process?

Answer: D The RC and SN documents must be printed. The IA and OC documents must also
be printed.

Question #4: True or False: The suffix code will be used in eMARS each time a Stock Iltem is

created.

Answer: A True. The suffix code will provide more detail (i.e. color, size, etc.) about the commodity, as
there will be several items that have the same commodity code.

Question #5: Where do you verify if an item has been Frozen for Accounting?

Answer: A Inventory Inquiry (INVNQ) table. In the General Information section, the Frozen for
Accounting box will be checked if an item has been frozen.

Question #6: True or False: An IA document cannot be modified or cancelled once it has been

submitted.

Answer: A True. If the IA document has been submitted, a new IA document needs to be created to
adjust the original IA document.

Question #7: On a RC document, which section on the Secondary Navigation bar leads you to

the Shipment Indicator (where you are able to select partial or final shipment)?

Answer: A Commodity link > General Information > Shipment Indicator. The Shipment Indicator is
a drop down menu.

Question #8: What is the name of the table that is used to order Commodities?

Answer: A Universal Requestor Catalog Search (URCATS)

Question #9: Which of the following are responsibilities of the Warehouse/Storage Facility?

Answer: A B&C are incorrect because both actions are done by the Business Office.
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